DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL AMEND AUTHORIZATION

TM-2 PREPARER COURSE

USING NASA’S TRAVEL MANAGER SYSTEM

AMEND A TRAVEL AUTHORIZATION

This document covers the steps to amend an authorization.

Trip Information

1. Lodging and M&IE

Change Lodging costs to $0.00 for 05/14/02 & 05/16/02 — contract hotel became
available on 05/14/02.

Other Authorizations:

Select Other Authorization for Contract Hotel and enter the following information:
Hotel: Savoy Suites

Contract #: NASW-1234
Confirmation #: CVBEB6
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A. CREATE A NEW DOCUMENT

1. Click the Create a New Document link on the Document Processing Toolbar on the left
side of the page. The New Document page will be displayed, as shown below.

powered by /%)

T e

Gelco

———
iy S Traiet Mérager*8.0

Setup Reports  Logout Help Nocument Preparation

[ Dpen Existing Document
[+ Review Documents

[» Delete Documents

User:
New Document
Susan Smith Quick Tip For this Document you can:
Traveler: To select a traveler, click on the SSM or Traveler Mame lookup button. Enterthe Document name as: Center ID-thyphen)
arganization Code hMhd-D0 (month-day to begin trawel) State, Citw, or Country of destination. Add Trawveler to Travel Manager

Autto Name this [ t

Create a New Docurnent Type (@ Autharization A I —I = Besumen

Document Authorization Create | this Document

Document Name @ \ousher

sen@|Lozal Voucher
Amendment

Woucher from Autharization

Trawveler Name

Eh

[> Copy Dacument

[# Import Documents

2. Select Amendment from the Document Type drop down selection list and click in the
Document Name field. The Traveler Listing (Amendment) page will be displayed.

Document Preparation

User:
& PREPARERS Traveler Listing (Amendment)
Traveler: Quick Tip
Type one or more letters of the traveler's last name and click Search.

» Create aNew Then, click the traveler's name to list all documents

[» Review Documents
[» Delete Documents
[» Copy Dacurmert

[ Import Documerts

b g:::g(g::]g Document Enter Search Criteria

Lost Hame

ot it
Prev 40 Hest 40

3. Click in the Last Name field under the Enter Search Criteria area and enter the last
name of the traveler (or a portion of the name). The Traveler Listing (Amendment)
page will be displayed with a list of travelers on the left side of the page.
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Document Preparation

User:
4 PREPARER? Traveler Listing (Amendment)
Traveler: % Quick Tip

Type one or more letters of the traveler's last name and click Search.
» Create a New Then, click the traveler's name to list sl documents.

b g::#&img [EYp— Enter Search Criteria
[» Review Documerts Last Hame Hrav
[ Delete Documents Document Type _

- BBy BBl Traveler List
[> Import Documents: Prev 40  Hext 40

TRAVELERZ, A1 240-00-011

4. Click the SSN link of the desired traveler in the Traveler List area on the left side of the
page. All documents that are available for the selected traveler to amend will be
displayed in the Document List in the Document Search (Amendment) area on the
right.

Document Preparation

User:

& PREPARER? Traveler Listing (Amendment) Document Search (Amendment)
Traveler: Quick Tip Document List
Type one or more letters of the traveler's last name and click Search

Create a New Then, click the traveler's name ta list all documents.

B g::: ET(;T]Q BsiE Enter Search Criteria B authorization 24.4¥051300AT 051302 DATA LINK
izati 24-¥X040702AT 040702 DATA LIMK

[ Review Documents Last Hame ﬁrav ) authorization
[» Delste Documents Document Type

[ Copy Docurment P anten ctit

[» Import Documents Prev 40 Hext 40

TRAWVELERZ, &1 240-00-0101

5. Click the Document icon = of the document to be amended. The Amendment page
will be displayed.

e
S . W rGelnn
Travet Manager®8.0

Document Preparation

User: Amendment
INGRED PREPARER % Quick Tip
Traveler: The amendment name is system generated.
Create |New Amendment
Amendment Hame |24-A10513021T-1 I
! | Cancel
b Create a New | ﬂ
Comments

Document -4

|7 Open Existing Document Signature PIll I

Review Documents

Delete Documents

I Copy Document
[ Import Documents
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AMEND AUTHORIZATION

NOTE

Notice the Amendment Name is pre-filled with the name of the original document and the
last two (2) characters “-1" are added. Each time an amendment is created for an
authorization the number attached will be increased by one (1).

6. Enter comments in the Comments area to explain the reason for amending the original
voucher. Example: “Amended — Contract Hotel became available on 05/14/02.”

Amended - Contract Mabsl became availakis

Cammards

':"J 05402 J LIJ

|

7. Click in the Signature PIN field and enter the appropriate PIN.

8. Click the New Amendment button in the ‘For this Document you can:’ area in
the top right. The Document Summary page will be displayed.

pwered by /%)
Gl 5 e
Information Netivark”

Setup Reporis Logout _Help

A
= /_Gelco
Tratel MAnagers.0

" Document Preparatio

Purpose Description 5 Days TMtraining inWash, DC & Annapolis, MD.

Document Summa tinerarv Details WASHINGTON.DC 05/13/02 - 05/15/02

R ANNAPOLIS,MD 05/15/02 - 05/16/02
« Hinerary WASHINGTON,DC 05/16/02 - 05/17/02
= Ticketed Trans Ticketed Trans Details $400.00

User: Document Summary for Authorization 24-AT0513021T-1
INGRED PREPARER Guick Tip For this Document you can:
Traveler: For specific information, click on a Details lnk. Yiou can sign and stamp your document from the S ave ICie
Document Status section
_ ILENE TRAVELER Travel Authorization lumber 241200003 __Continue | Entering Docnent
b :r:;‘;ﬁ:r;‘:’m i Traveler Details 240-00-0009 , ILENE TRAVELER Close |current Dacument

= Expenses Expense Details |SRERFET I ETN

= Export Document e
[mmount

24-412-09200000 1,190.00
Total: 1 190,00

= Close Document

LodgingMEIE i -

A o it Ouick Expense |m 2
g Y ¥ osmzzo0z REMTAL CAR 14000
» Totsls | Total: 140.00
SEaents Lodging MEIE Details $650.00
= Document Status . G .

Other Authorizations <No Other Authorizations Details>

= Perfarm Pre-Auclts Details

= Preview Document Accounting Details ccounting Summary

b =
Estimated Cost
Advance Reguested

Totals Details § SAPHS Summary

Enter Comments “oucher due 5 days after completion of your trig

Stamp and Route I

9. Click the button, in the ‘For this Document you can:’ area in the top right, or
click on the Itinerary link on the Document Processing Toolbar on the left side of the

page. The Itinerary Information page will be displayed.
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B. ITINERARY

Document Preparation

e Itinerary Information for 24-XX051300AT-1
& PREPARER2 g Quick Tip
Traveler:
The Begin Travel and End Travel fields must be completed before a per diem location can be added. Remember to save your tinerary before "
continuing. ey

A1 TRAVELERZ

[> Authorization: 24-

XX051300AT-1

« Document Sumnary Trip Information

« Traveler Travel Authorization Humber 24-B4200003 Auth Date 55737002
» tinerary Purpose | TRAINING x Type | SINGLE B
= Ticketed Trans i i

Deseription [& Days TH training in Wash, Dc|_| TripHo 1
« Expenses 2 Annapoiis, WD

« LodgingMa/E

« &ccourting Departure and Return Information

= Tetals Begin Travel i (5235002 Depart DepartSelection ]
+ Comments

End Travel @y [5=57 5002 Return [ Return Selection [:]
= Document Status
= Perform Pre-Audits Trip Duration Multiple days 3
= Presiewy Docutmert Comments ["/oucher due 5 days after completion

Ele=)
= Export Document e yeur i
= Close Dacument Per Diem Locations

[0 Replace ALL lodging and M&IE information on this document. Add Location |
F ® 051302 WASHINGTON DC 05M 502
F % 0571502 ARMAPOLIS MD 05HEN2
F ® 05/602 WASHINGTON DC 05HTIZ

Review and make any necessary changes to the itinerary page.

2. Click the button, in the ‘For this Document you can:’ area in the top right, or
click on the Ticketed Trans link, on the Document Processing Toolbar on the left side of
the page, if any ticket information additions/changes are necessary. The Ticketed
Transportation page will be displayed.
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AMEND AUTHORIZATION

C. TICKETED TRANSPORTATION

User: Ticketed Transportation for Authorization 24-XX051300AT-1
& PREPARERZ Quick Tip
Wz =e % Tio erter ticket information, click Acd. Previously entered ticket information can be edited (Pencil icon) or deleted (X icon).
A1 TRAVELER2
[> Authorization: 24-
ZX051300AT-1
« Documert Surmnary
See ti 1 054302 AR 40000
« Traveler i x = finerary

Document Preparation

Ticket

1. Review and make any necessary changes to the ticketed transportation.

a. Click the Pencil icon ] to edit Ticketed Transportation records for necessary

changes.

b. Click the X icon to delete Ticketed Transportation records, if necessary.

c. Click the Ticket button, in the ‘For this Document you can:’ area in the top
right, to add another ticket item if necessary.

2. Click the button, in the ‘For this Document you can:’ area in the top right, or
click on the Expenses link, on the Document Processing Toolbar on the left side of the
page, if any expense additions/changes are necessary. The Expense Entry page will be

displayed.
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AMEND AUTHORIZATION

D. EXPENSES

User:

A PREPARERZ2
Traveler:

A1 TRAVELER2
[» Authorization: 24-
XX051300AT-1

= Document Summsary
» Traveler

« ftinerary

= Ticketed Trans

» EXpenses

= Lodging M EIE

= Accounting

= Totals

= Comments

= Document Status

= Perform Pre-Audits
= Preview Documert
» Expott Document

= Close Document

Expense Entry for 24-XX051300AT-1

Quick Tij
g The Arrowy icoh indicates a required field. Click Save to save the current expense and refresh the screen so a new expense
can he added.

Date © [o5 300z
Expense Type [ i ]
Expense —
Description o
Miles ,—
Traveled
Rate -
Selecti *
Rate
Cost @

Comments H

Document Preparation

2 Use Ouick Expense
2 Use Foreign Calculator
Lookup Credit Card Expenses

Current Expense

Ertering Expenses

Copy Through Date I

Reimbursable

Taxable
Expense
Category
Pt Y ]
Method =

Vendor =

[Current Expenses

F % nsarenz RENTAL CAR 140,00

1. Review and make any necessary changes to the expenses.

Total: 140.00

a. Click the Pencil icon [¥"] to edit Expense records for necessary changes.

b. Click the X icon to delete Expense records.

2. Click the button, in the ‘For this Document you can:’ area in the top right, or
click the Lodging/M&IE link, on the Document Processing Toolbar on the left side of
the page, if any Lodging or M&IE expense changes are necessary. The Lodging/M&IE
page will be displayed.
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E. LODGING/M&IE

Document Preparation

User: Lodging/M&IE for 24-XX051300AT-1
A PREPARERZ % Quick Tip
Traveler:
An asterizk (*) in the Special column indicates that & condition has been selected in the Advanced LodgingMSIE wincow
A1 TRAVELER2 Im Lodging and ME|E expenses

[» Authorization: 24-
XX051300AT-1

i
‘I

= Document Summary Lodging/M&IE Data

= Trarveler

« Hinerary 7 osname =] B 1200 119.00 3450 11946

- Ticketed Trans F osiam @® B 11300 118.00 46.00 118748

» Expenses 7 snsma ® B 90.00 30.00 4200 0442
LoduingMEIE IEH (1] B 15,00 11800 4800 19145

. f;;”;m‘"g 7 osnrma @ 0.00 000 3450 119746

1. Review and make any necessary changes to the Lodging/M&IE data.

2. Click on the Pencil icon [ | next to the 05/14/02 date to modify lodging costs due to the
change in availability of the contract hotel. The Update Lodging and M&IE page will
be displayed.

Document Preparation
(e Update Lodging and M&IE Expenses for 24-XX051300AT-1 (05/13/02)
A PREPARER2 Quick Tip
Traveler: % For this lodging day, you can edit specific actuals, leave data, meals provided statug, lodging amourt, snd if desired apply these changes
forward using the apply through tool
Al TRAVELER? Expense
[> Authorization: 24- Lgdging Expenze Changes
*XOS1300AT-1 Per Diem Rate: 119, 46
N = Lodging and MEIE
= Documert Summary Lodging: 300
= Traweler Conference Allowance Without Saving Changes
« liinerary 0 conference Allowance (conf info) Apply Through Date:
- Ticketad! Trans Conference Rate: 05/ 472002
— Acials |
LodaingMEIE U Lodging
pm— Limit: 0.00
: Meals
= Totals Breakfast: 0.00
Lunch: 0.00
» Comments Dinner: 0.00 &
= Document Status Incidentals: 0.00
«ertor Pre-sucts
= Preview Docutnent ® Hone
« Export Documert © annual
O other
= Close Document Hours: 0
Meals Provided
LI Breatkfast
O Lunch
O pinner

3. Click in the Lodging field and enter 0.00.

4. Click the Expense Changes button in the ‘For this Document you can:’ area in
the top right. The Lodging/M&IE page will be displayed again. Notice the amount did
not change. Note: The changes will need to be entered twice for the changes to take

effect. This is a Gelco glitch and we are currently working with them to alleviate
this situation.
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5. Click on the Pencil icon [#] next to the 05/16/02 date. The Update Lodging/M&IE page
will be displayed.

6. Click in the Lodging field and enter 0.00.

7. Click the Expense Changes button in the ‘For this Document you can:’ area in
the top right. The Lodging & M&IE page will be displayed. Notice the amount did not
change. Note: The changes will need to be entered twice for the changes to take
effect. This is a Gelco glitch and we are currently working with them to alleviate
this situation.

User:

A PREPARER2
Traveler:

A1 TRAVELER2
Authorization: 24-
XX051300AT-1

+ Documer it Summar v
= Traveler

« ftinerary

« Ticketed Trans

» Expenses

¥ Lodging M&IE

» ACCounting

= Totalz

Document Preparation

Lodging/M&IE for 24-XX051300AT-1

Quick Tip
% An asterisk (%) in the Special column indicates that a condtion has heen selected in the Advanced LodgingMEIE window

Lodging and M&E expenses
Lodging/M&IE Data
7 osnanz A 118,00 119,00 3450 119445
# nsnamz ® 0.00 000 600 119446
7 osnsinz ecs] 20,00 a0.00 4200 an 142
05A602 ® 0.00 000 465,00 119146
# usnzinz B 0.00 000 3450 119146

a. Notice the lodging values for 05/14/02 and 05/16/02 have been changed to 0.00.

8. Click the button in the ‘For this Document you can:’ area in the top right. The
Master List of Other Authorizations page will be displayed.
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F. OTHER AUTHORIZATIONS

1. There are two ways to display the Other Authorizations page.

a. By clicking the button, in the ‘For this Document you can:’ area in the top
right, of the Lodging/M&IE page as shown previously.

OR

b. By clicking the Document Summary link, on the Document Processing Toolbar on
the left side of the page, and then clicking on the Other Authorizations Details link,
located beside the Accounting Summary area of the Document Summary page.
There is no direct link on the Document Processing Toolbar on the left side of the
page as for all other areas within the document.

2. The following is a sample list of available Other Authorizations. Browse the list to
determine if and/or what approvals are necessary for the document. To select a specific
other authorization for the document, click on it. The selected other authorization will be
removed from the list and will be placed at the bottom of the page in the Other
Authorizations for Current Document area. This will allow entry of any additional
information required for approvals and/or will cause the document to be routed to a
specific reviewer/approver. See the Travel Manager 8.0 DFRC Standard Procedures
Guide for more information.

NOTE

The Other Authorizations with a double asterisk (**) indicates that additional
information is required. After selection, the other authorization must be clicked on at the
bottom of the page to open a text area to enter additional information.

The Other Authorizations that are in UPPER CASE will cause conditional routing to
occur. For example, if PERMISSIVE TRAVEL (Cost Sharing)** is selected, the
conditional Approver/Reviewer will be added to the routing list when the authorization is
stamped)/signed.
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Master List of Other Authorizations

15T CLASS MODE ™

Aboard US Wesse| =7

Actual Lodging ™

Actual MEIE **

AIRCRAFT: CONTRACTOR OWWHNED ™=
AIRCREAFT: SEE REMARKS ==
BUSIMNESS CLASS MODE =F

CONF LODEING ALLOWANCE - NASA SFONSORED
Conference Allowance - Non MASHA
Contract Hotel =

COTRE AFFROWAL ™

Crriver or Pilot - 10 passengers ™
Excess Baggage ™

Extended Foreign/Mon-Foreign % ™"
Extended TOH

FOREI=H TREAVEL AUTHORIEELD
GowtWehicle Authorized
INWITATIONAL TRAWEL =

LABOR MANAGEMENT MEETING
Leawe or personal days taken ™
LOACOST/AOA NO COST &=

Lowwest Price Contract Carrier Mot Used™
Military Personnel Lodging ™

Military Personnel beals =

Military Fersonnel Traveler ™
Mon Contract Aidfare ™
Other 1 fadditional area for comments)

Other 2 fadditional area for comments)
Fassenger- Identify DrivernFilot =~
FEEMISSIWE TRAWEL

Ferl Pref: Commercial Transp.

Eerl Pref: Privately Cwned

Ferl Pref: Rental Acguired

FOYW Advantageous ™
FEE-EMPLOVMEMT INTERWIEWY
FEOZREAMMATIC TRAWEL ™

Eegistration Fee Entitlement =

Rental Car: Hon-Econaomy &7

EUSSlAaM TRAVWEL AUTHORIZELD

505 Medvac ™

Special Meeds for Travelerttendant =
SPONSORED IM-KIND TRAWEL =
SPONSORED REIMBURSABLE TRAWEL ™%
Tax=i at TOY Authorized

Wariations Authorized ™

Wicinity Mileage Authaorized

Other Authorizations on Current Authorization

3. Click on Contract Hotel ** to select it from the list.
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4. Notice the item selected is now listed at the bottom of the page in the Other
Authorizations on Current Authorization area.

Other Authorizations on Current Authorization

x Contract Hotel =

5. Click on Contract Hotel ** in the Other Authorizations on Current Authorization
area (it has double asterisks (**) next to the name and requires additional information to
be entered in the remarks). The Other Authorizations Remarks page will be displayed.

Document Preparation

==z Other Authorization Remarks

A PREPARER2 I
Traveler: Quick Tip

Acdd or updste remarks for the Other Authorization
A1 TRAVELER? . [Save] remarks
[> Authorization: 24- Contract Hotel | Cancel] cpanges

XX051300AT-1 Remarks |Must provide hotel name, contract number, and confirmation

Document Summary number
= Traveler

6. Delete the initial preset remark “Must Provide”. The preset remark is sometimes
unnecessary and can make the printed authorization confusing. Note: If the preset
remark supplies fill-in fields, then fill in the blanks and do not delete the preset remark.

Document Preparation|

Lses Other Authorization Remarks

A4 PREPARER2 L
Traveler: Quick Tip

Adid or update remarks for the Cther Autharization.
at TrAvELERD - (S rerert
[> Authorization: 24- Contract Hotel | Cancel] Changes
XX051300AT-1 Remarks |hotel name Savoy Suites
contract number MASIN-1234

+ Document Summal confirmation number CV/BEBH
- Traveler
= tinerary

7. Click in the Remarks ficld and enter the name of the contract hotel, the contract number
and the confirmation number. Example: “Hotel: SAVOY SUITES, Contract #:
NASW-1234, Confirmation #: CYVBEB6”.

8. Click the Remarks button in the ‘For this Document you can:’ area in the top
right. The Other Authorizations page will be displayed again.

9. Click the button, in the ‘For this Document you can:’ area in the top right, or
click on the Accounting link on the Document Processing Toolbar on the left side of the
page. The Available Accounting Codes page will be displayed.
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G. ACCOUNTING

Document Preparation

=z Available Accounting Codes for 24-XX051300AT-1
& PREPARERZ = -
Traveler: Quick Tip
Once two or more accounting codes are selected, the Allocation button is enabled MNew Accounting Code
A1 TRAVELERZ2
> Authorization: 24- Enter Search Criteria
ELHENLEA Accounting Code | Retrieve

« Documert Surmnary

Master Accounting Codes Click Accourting Label ta add ta Document
Prev10 Hext 10

« Traveler

« ftinerary

» Ticketed Trans 24-B8 24-5A2.09700000  0920000....24.2.5.00.BA. 000

« Experses 24.B4 0920025, 03, . . 24, 2.7.00. BA, TRN
+ LodaingMAE 24-B4 24-882.71035000 703500, ... 24. 2. 6. 00. B4 000
Accounting

» Totals

= Camments

» Documert Status

» Perform Pre-Aucits
» Preview Documert
» Export Document

= Claze Dacument

Accounting Codes for 24-XX051300AT-1 Click an item to edit/delete it

B4, 24-BA2-09225TRN 0920025 03. . 24 2 7.00.B& TRN Extended
24-BA, Exlended

S et ¥ etete

1. Review and make any necessary changes to the accounting codes. Add another account
code if necessary.

a. Click the label in the Master Accounting Code list to place it in the Accounting
Codes for this Document area at the bottom of the page.

b. Click the Pencil icon || to edit Accounting Code records for necessary changes.

c. Click the X icon to delete Accounting Codes records.

2. If more than one accounting code is funding the travel, an Allocate link will be displayed
at the bottom of the page to the right of the Extended Code column. Click on the
Allocate link to review the allocation of expenses to ensure proper distribution of funds
to the correct account code.

3. Click the button, in the ‘For this Document you can:’ area in the top right, or
click on the Totals link on the Document Processing Toolbar on the left side of the page.
The Totals page will be displayed.
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H. TOTALS

Document Preparation|

LSt Total Details for 24-XX051300AT-1

A PREPARERZ N -
Traveler: Quick Tip

° Click the Yiew Advances for Document to add or update an advance. [ Wiew Advanees for
Document
A1 TRAWELER2 i et i
M Total Estimated Expenses: 95200
Authorization: 24-
- R Gompurtt Adeance Authoriced: 0.0

Advance Requested: 0.00
= Document Summary

- Trawveler

= tinerary Expense Category Details

- Ticketed Trans

« Expenses COM.CARIER 24-B2 24-BA2-09225TRN 400.00
S LODGING 2484 24-B42 09225TRN 209.00

PRI MEIE 24-B8, 24-B42-09225TRN 203.00

= Accourting RERTAL CAR 2458 24-B42-09225TRN 140,00

Totals

- Cornments Expense Category Advance Details
= Document Status

1. The Expense Category Details area, in the middle of the page, shows the allocations of
funds by expense category. An account label in the Expense Category Advance Details
area shows if an advance has been requested.

2. Click the button, in the ‘For this Document you can:’ area in the top right, or
click on the Comments link on the Document Processing Toolbar on the left side of the
page. The Comments page will be displayed.
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I. COMMENTS

Document Preparation

LS Comments for 24-XX051300AT-1

A PREFARERZ g Quick Tip
Traveler: Click & i i

pply ahd preset comments are insetted into the Comments field. Comments can alzo be typed directly into the comments field. Comments
1 TRAVELERE apply to the entire document Preset Commerts
[ :}I('I‘]'SI?;:IZI]BI‘\T[; 24 Comments |\/aucher due 5 days after completion of your trip, [ Geimes
- Changed lodging costs to $0.00 for 05114/ & 05H 6|

PR S Cantract hatel became avallable on 0514
raorder | without Saving Comments
= tinerary
= Ticketed Trans =

1. Click in the Comments field under the existing comments. Enter the detailed description
of the reason for the amendment: “Changed lodging costs to $0.00 for 05/14 and 05/16
- Contract hotel became available on 05/14”.

2. Click the Comments button in the ‘For this Document you can:’ area in the top
right. The Document Summary page will be displayed.

3. On the Document Summary page, click the Document Status link on the Document
Processing Toolbar on the left side of the page. The Status page will be displayed.
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J. DOCUMENT STATUS

User: Status for 24-XX051300AT-1
A PREPARERZ
Traveler: g Quick Tip
The Signature PIN is case senstivel

A1 TRAVELER2
Authorization: 24-
XX051300AT-1

« Documert Summary

e ststue 0 Apoly (T S
+ finerary signaturePm [

= Ticketed Trans
- Expenzes Remarks

« LodgingMEIE

« Totals
» Commnents & PREPARER2 SIGNED
+ Document Status

« Perform Pre-Audits Document History

= Preview Docutment
O7A0/02 9554M EST CREATED & PREPARER2

+ Export Document

Document Preparation

ind Submit Document
Go To Adustments

+ Aocaunting Document Routing This: s the routing path the current document wil t

1. Note the Status to Apply default value. It should be “SIGNED” for the preparer.

2. Click in the Signature PIN box and enter the PIN.

3. Click the and Submit Document button in the ‘For this Document you can:’

area in the top right. The Pre-Audit Results page will be displayed.
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K. PERFORM PRE-AUDITS

User:

A PREPARER2

Traveler:

A1 TRAVELER2

Pre-Audit Results for 24-XX051300AT-1

Quick Tip
Click the Maonifying Glass icon to view detail commerts for each audit process.

Document Hame: 24-Xx031300AT-1
Type: Authorization
Traveler: TRAVELERZ, A1

Status: PASS

Pre-Audit Results

B acTuaLs BasT
@APPROVED BY TRAVELR1
(B APPROVED BY TRAVELR2
[Z\ APPROVED BY TRAVELRS
[ casH apvaNCES EXIST
[EX CONFERENCE ALLOWANCE
@DAILV EXPENSE THRESH
B exp catecory UsED
[BAEXP CATEGORY LISEDT
B\ Exp caTEGORY USED2

[ EXPENISE CATEGORES
@LA\JNDR\/DR\/ CLEANING
B Leave exsts
[EAMLITARY PERSONNEL

[ NON CONTRACT ARFARE
B OTHER AUTHORIZATIONS
@OTHER EXPENSES

B cverrie

[\ PERSONAL INFO - KEY

B TRavEL MoDES

[E TR DURATION

@TRlP DURATION1

o

PASS
PASS
PAZS
PASS
PASE
PASS
PASS
PASS
PASS
PASE
PASS
PASS
PAZS
PASS
PASE
PASS
PASS
PASS
PASS
PASE
PASS
PASS

Document Preparation

Stamping the Dosumart
Pre-Audit Results

1.

2.

Review the Pre-Audit Results for the authorization.

If any audit fails, the word ‘FAIL’ will appear in the Status column. A comment

describing the failure will appear in the Comments column. A ‘FAIL’ may actually be a
warning to draw attention to a particular process to ensure the preparer has entered and

reviewed the data correctly.

If changes are necessary to the document prior to signing click on the Pre-
Audit Results button in the ‘For this Document you can:’ area in the top right. The
document will not be signed and will not route. The document can be modified

without adjustment at this time.

If an Audit Process needs explanation, click the Pre-Audit Results button in
the ‘For this Document you can:’ area in the top right. The Comments page will be
displayed and the explanation may be entered in the text box.

Do not use back button.
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3. Click the Stamping the Document button in the ‘For this Document you

can:’ area in the top right. The document is complete and has been routed.

4. An e-mail message will be sent to the first person in the routing list stating that a
document requires attention in the Travel Manager System.

NOTE

The authorization is approved when the final person in the routing list has stamped the
document.

An e-mail is sent to the Traveler to confirm the document has been processed

The Traveler can print the authorization any time after the document has been stamped
by the final person in the routing list.
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L. OPEN EXISTING DOCUMENT (VIEW/UPDATE)

1. Click the Open Existing Document link on the Document Processing Toolbar on the left
side of the page. The Traveler Listing (Open Document) page will be displayed.

User:

A PREPARER2
Traveler:

[» Creste & Mew Document

» Open Existing
Document

[> Review Documents

[» Delete Documents

[» Capy Document
[» Import Documerts:

Traveler Listing (Open Document)

Quick Tip
Type one or more letters of the traveler's last name and click Search
Then, click the traveler's name to list all documents

Enter Search Criteria
Last Hame Jtrav
Document ype

TRAVELERZ, A1 240-00-0101

Click on an ertry ct |
Prev 40 Hext 40

Document Preparation

2. Enter one or more characters of the last name of the traveler and click the button
located to the right of the Last Name field.

3. Click on the name of the desired traveler in the Traveler List of the Traveler Listing
(Open Document) area.

User:

A PREPARERZ
Traveler:

[» Creste & Mew Documerit

» Open Existing
Document

[» Review Documents

> Delete Documents

[> Copy Document

[» Import Documents

Traveler Listing (Open Document)

Quick Tip
Type one of more lefters of the traveler's kst natne and click Seatch
Then, click the traveler's name to list all documents

Enter Search Criteria
Last Hame [trav

Traveler List

TRAVELER2, 21 240-00-0101

Document Preparation

Document Search (Open Document)

Document List

[31 autherization 24-KXDS1 30047 051302 DATA LINK
Bl authorization 24-HH051 300AT-1 0543102 SIGNED

B authorization 24-HHOAOTO2AT 040702 DATA LINK
Bl authorization 24-A802-11TH 02i11102 CREATED
B authorization 24-4,802110247 02102 CREATED
B voucrer 24-HHD40TO2AT 04072 SIGNED
B voucher 24-4,802110247 02102 CREATED

4. All documents created for that traveler will be displayed in the Document List of the
Document Search (Open Document) area on the right.

a. Documents that have been created but not routed will have CREATED in the
Status column.

b. Documents that have been created and routed will have various stamp values in
the Status column, some of which may be SIGNED, ADJUSTED,
REVIEWED, APPROVED, MGT REVIEWED or MGT APPROVED.

c. Documents that have been interfaced with the financial system will have
DATALINKED in the Status column.
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5. Click the document icon for the document created previously. The Open Document
Version screen will display. Select the most recent version (the version with **). This is
the amended version.

Setup Reports Logout Help " Document Preparation
User: Open Document Yersion for 24-AI051302IT-1
INGRED PREPARER <> Alert | For this Document you can:
Traveler: Adiustments have been made to this document.

Mote that only the current version, marked by ** may be further adjusted or routed. Cancel |Opening Document

Create a New Document

Document Version List Click on an entry to select i

Open Existing Jocume 3 Jevel  Pate  fiime [
Document 2] AMENDMENT ** 2 07A B2 11:164M INGRED PREPARER
Review Documerts Bloricinal 1 07802 11:168M INGRED PREPARER

Delete Documents

Copy Document

Import Documents:

6. Once you click on Level 2’s version, the Open Document Signature page will be
displayed. If the preparer has not signed the document, the Open Document Signature
will not be displayed and the Document Summary page will be displayed.

= |

= T "":.'rGeIcu
Travel Maddger*s.0

Setup Reports Logout Help "~ Document Preparation

User: Open Document Signature

Alice Preparer Quick Tip anthil nﬂ‘:':.l-lme__ht':]'ﬂl-l can:
Traveler: The Signsture FIM is casze sensitivel Sign |to Review Document
Signature for Adjustment I Get | Document &5 Yiew-Only

[ Create a New Document Cancel | Opening Documert

Open Existing

- Document

[> Rewview Documents
[z Delete Documents
i}- Copy Document

[ Import Documents

7. The document can be opened two ways.

a. Enter the appropriate signature PIN and click the to Review Document button,
in the ‘For this Document you can:’ area in the top right, to adjust the document.

OR

b. Click the Document as View-Only button, in the ‘For this Document you can:’
area in the top right, to open it as view only.
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8. Click the Document as View-Only button in the ‘For this Document you can:’ area
in the top right. The Document Summary (View Only) page will be displayed.

(e Document Summary for Adjustment to Authorization 24-XX051300AT-1 (View Only)
A& PREPARER2 Quick Tip

AL g For specific information, click on & Detsils ink. *ou can sign snd stamp your document from the Document Status section Enteting Document
A1 TRAWELERZ .

Authorization: 24- Travel Authottzation 5, &a 200003 [ose] currert Document

XX051300AT1
Traveler Details 240-00-0101, A1 TRAVELER2

+ Document Summary . - )

Travelor Purpose Description 3 Days T training in Wash, DC & Annapolis, MD
" X ltinerary Details WASHINGTON,DC 05/13/02 - 05/15/02
ol ANNAPOLIS,MD 05/15/02 - 05/16/02
= Ticketed Trans WASHINGTON,DC 05/16/02 - 05/17/02
= Expenzes Ticketed Trans Details $400.00
= LocgingMaIE Expense Details [JHPNETPY Y
« &ccounting
= Totals ﬁ 051772002 REMTAL CAR 14000
= Comments Total: 140.00
= Document Status Lodging/MEIE Detaile $412.00
= Perform Pre-Audits M Contract Hotel **

s

ail
= Preview Document i il

ccounting Summa
= Export Document L] Y

= Close Document 24-B42-09225TRN 952.00

Total: 952.00
Totals Details | JNPYN Summary
Estimated Cost 95200
Ardvance Reqguested 0.00

Enter Comments “Youcher dug 5 days after completion of your trip. Changed lodging costs to $0.00 for 0514/ & 0516 Contract hotel became available on
0si14,

Lo b ocument Status Erter Status/PIb to statnp thi

9. Click the Document Status link on the Document Processing Toolbar on the left side of
the page to view the Status page.

Document Preparation

User: .
el Status for 24-XX051300AT-1 (View Only)
A PREPARERZ
Traveler: % Quick Tip
The Signature PIN is case sensitivel
21 TRAYELERZ Go To Adjustmnents

Authorization: 24-
XX051300AT-1

= Document Summary

= Traveler Document Routing
= tinerary
« Ticketed Trans Qg Approver MGT REVIEVWED 30
Expenses CTR DIRECTOR MGT APPROVED £S5
Travel OfficeDesk AUDIT 40
= LocgingMsIE Travel CrficeFin APPROVED 45
= Accounting
= Totals Document History
- Commerts
O7H0MZ 3:554M EST CREATED £ PREPARER2
Document Status 07110102 10:1GAM EST SIGNED & PREPARERZ

= Perform Pre-Audits

10. Click the Close Document link on the Document Processing Toolbar on the left side of
the page to close the document.
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